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Flow chart for membership process
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yes

Step 1.
Take entry in Enquiry register.
Register no. 1

Send member
membership policy, 
Criteria for mebership, 
application form

Receipt of DRAFT 
FORM  from member.

Check DRAFT FORM as 
per CHECK LIST 1 by 
Administrator 

Communicate 
prospective member to 

pay fees and submit form

Communicate prospective member to 
comply  necessary shortcomings & pay fees 

and submit form

FORM with fees 
recived ?

Give follow up 

Take entry in application form 
register, and send 

acknowledgement  to member.

Administrator 
staff check form 
with check list

Member is 
willing to join

Take reason and send 
feed back to 
membership 
committee 

End

Intimate member with 
shortfall give time limit as 
per form XXX and intimate 

member

Compliance 
Received ?

Prospective 
member ask for 
time extension 

Membership 
committee allows 

time extension

Intimate meber about 
rejection of application with 

reason

End

Send form to membership 
committee for futher process  

with time line

Membership 
committee  

decision 

Intimate member with 
Membeship number and new 

member's welcome  kit

Take entry in mebership register  
and allot mebership number to 

member

End

Enquiry from
Prospective Member

Start

Intimate member
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